Brookhav

GEORGIA

TITLE: Part-time Municipal Court Clerk
DEPARTMENT: Municipal Court

JOB SUMMARY:

The purpose of this classification is to provide clerical support to the Municipal Court. Work involves
assisting the general public in person and over the phone; receiving, indexing and recording court case
information and /or legal documents; entering and updating data into department databases; and
providing copies of official court and/or legal documents to the public, courts, litigants, attorneys and other
appropriate parties.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

e Receives and date stamps court related and/or legal documents such as citation reports, blood
test results, traffic tickets, accident reports and docket reports; reviews, verifies and/or records
required information.

e Enters citations, tickets and other information into department databases; updates database
information; creates new spreadsheets/files; purges old data as appropriate. Makes copies and
distributes to appropriate parties; maintains copies in department manual files.

e Records disposition of cases identified by docket reports; prepares and post court dockets;
assigns court date for warrant cases; and files with court. Prepares case file; files and/or issues
related legal documents. Attends court and assists judge as requested.

e Prepares and types various letters, reports, summaries and correspondence. Prepares folders;
maintains files of department correspondence, program records, legal documents; photocopy
documents and distributes and/or files; requests information from other departments as
necessary to complete department records/files. Pulls old case files for judge upon request.

e Collects and receipts payment for fees, fines and warrants. Register individuals for traffic school,
prepares attendance records classes; updates records upon completion.

e Answers inquiries from the public by phone or in person; acts as notary public for the department
and the public.

e Receives, dates and distributes incoming mail. Prepares outgoing mail.
e Performs all other assigned duties.
MINIMUM QUALIFICATIONS:

Education and/or Experience

High school diploma or GED; supplemented by five months of clerical and/or customer service
experience; or any equivalent combination of education, training and experience which provides the
requisite knowledge, skills and abilities for this job.



PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit; talk and hear;
use hands to finger, handle, feel or operate objects,; and reach with hands and arms.

The employee is occasionally required to walk.

The employee must occasionally lift and/or move up to 25 pounds.

While performing the duties of this job, the employee sits in an office or computer room.

Ability to work in a standard office environment with some exposure to the outdoors; ability to
travel to different sites and locations; attend evening meetings; work under pressure and
potentially stressful situations.



